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J_Lledanca with a discussion of 15 Auguat wit
M cur proposed meeting with you,

5@}) terbher.

w11l be postponed until after 1
osW‘I

The purp this meeting is to declde upon the

extent of Management Staff participation in the OD/P Records
Management Program.

2, My position in respect ito the functions of the Records
Management part of the Staff is as followss
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We are responaible for providing the operators
with technical advice and staff supervision in
regpect to the Records Management prograli.

Also, we are reaponsible for anditing or monitor-
ing the activities of each office in respect to
this progran,

Records Management Program 1s in these parts:

The whole matter of records disposition - which I
deem to be making the Agency the mest profit.

Vital Materials - The timely selection, transfer
to, and maintenance in an Agency desipgnated re-
pository of record materials, documents, and files
which are essentlal to the contimued operation of
CTA in an emergency and the destruction of which
would constitute a serious or irreplaceable loas,

Forms Management - The analysis, design and control
of forma,

Records Maintenance - The establishment of standard
procedures, systems, equipment, and supplies for
records maintenance.

MORI/CDF|

For Release 2006ﬁggg.EEIA-RDP7O-0021 1R0O00800310045-9

25X1




%
.
e

Approved For Release 2006/05/18 : C‘IA-RDP70-OO21 1R000800310045-9

e

e. Reports Management - The analysis, improvement,
and eontrol of administrative reporting.

f. Correspondence Management - The application of
improved standards and procedures for the prepae
ration and handling of correspondence,

L, This whole conception means that we act as the guiding
influsnce dealing with your records management officers ~ they
being responsive to our advice and guidance,
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